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TELS NOTICE EXPIRES Al
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During entrunce on &ty processing, nev perscnnel receive formel oriente-
tion s indicated below. Only weclsssified meterial {5 pesantad in this
step becmuse scme persomnel are inelwied who have not yet recsived full
seority clesveanee.

(1}‘ Btaff Exployees

A progp orlentation session is eonducted weekly by the Office of
Parsomiel for new steff amployees. It is designed to scquaint
them with ceriain baslic Civil Service and Agency Regulaticns
pertaining to thair eaployment, to femilisrize thes with avallsble
bemelits and employee services, and to assist them to meet their

(2) Detailed ¥ilitary Perscnnel

Individual or group crientation sesslons are eonlucted as often as
mecessary in the Mlitay Persamel Division, Office of Persouncl,
for detailed militery persommel. Inforsmtion similay to that
Generibed in paregrsph 2e sbove i presenmtad with modifications ss
reguired by the militery stotus of the individusls concerned,
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and funetion aemm-smwm, {8ee Regulstion| 13 I
This Indortrinetion comse deals wi wvhols Agency andl Wmﬁy
gooaral in nsture.
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3. FECEPIION IN IMMEDIATE CFFICE OF ASSIGNMENT

The recaption and briefing received by & mew person in the crganizetional unit
to which ke is sssigned are most lmportant steps in the entrence on duty
wroenss. Although the diveraity of activities within the Agency prevents
sdopticn of & waiform Yeiefing in all components, an lmpression of cordiality
and efficiency mey be Imperted by s well-plaomed reception such sz that

2. The new person should be given a friendly recoeption by his immediste super-
visor at the first opportunity. He should be introduced to associates in
kls fmmediate crganization axd, whecever posaible, to others with whom he
will have frequent contact.

b. To the meximm sxbent possible within the unit's own security requirements,
the nuv person should receive s briefing regarding the functioms of his
it and should be shoun an crgenizstion chert indieating the lines of
authority o chain &f command over and wmder him, ‘

¢« XNe should be glven s thorcugh explanation of the duties he is to perform
04 bow they relate to the sceamplistwmont of the wnit's mission. iIn
sdlition, any wmesunl eircusstences or conditions wader which he mey be

required to vork should be explained,
ds As soon as » the immediste supervieor or s designated staff
nexber give the nov person move detalled briefing in loeal pro-

asd gemersily sssist him in becaming familiar with his new wark ’
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